Documentation Checklist for P_________
______  1.  Preliminary Correspondence (emails, letters, etc)

______  2.  Sole Source NM Statute 13-1-126

____ Sole Source posted to NMT website as required 
____ Vendor Letter Confirming Vendor is Manufacturer 
           and Sole Distributor
______  3.  Quotes or Other Market Research Documentation


____ $5,000.00 - $19,999.99 – One  Written Quote
NM Statute 13-1-125
____ $20,000 - $59,999.99 – Three  Written Quotes
NM Statute 13-1-125


____ Quotes are Current



____ Items are Comparable

____ No Restrictive Terms or Unusual Conditions

____ Contain Freight Terms, Payment Terms, and any Applicable Tax

____  $60,000 and above – Formal Bid
______  4.  Exempt from Competitive Bidding – NM Statutes 13-1-98

______  5.  Statement of Work / Specifications – NM Statutes 13-1-89
______  6.  GSA, SPD Contract, Pricing Agreement (Applicable Pages)
NM Statute 13-1-129

____ Copy Attached

____ Price Verified
______  7.  Price Reasonableness Analysis – NM Statutes 13-1-144

____ Price List


____ Catalog Pages


____ History of Prior Purchase


____ Copy of GSA, SPD, etc


____ Website Pricing Page


____ Independent Cost Estimate


____ Vendor’s Invoice from Previous Sale of Same Item

______  8.  Emergency Procurement – NM Statute 13-1-127

____ Emergency Documentation 

____ Price Reasonableness Analysis

______  9.  Federal Funds


____ Signed FAR Certifications
____ Flow Down Clauses Provided to Vendor (Via RFB/RFP/PO)
____ Debarment Verification > $25K
______  10. Capital Equipment
  ____  New
____  Used

____ Minimum 90-day Warranty for Used / Refurbished and Written Certification of Working Order 
NM Statute 13-1-155

____ Maintenance Included in Cost of Equipment


____ Installation Required by Vendor

______  11. Requisition
No. R___________

____ Vendor in Banner


____ Vendor Form has been Requested
______  12. RFB / RFP Documentation


____ Original RFB / RFP Documents, Including Addendums


____ Copy of Advertisement


____ Pre-Bid Sign-in Sheet


____ RFB / RFP Responses and Correspondence 
Selected RFB/RFP on Top


____ Tabulation Sheet


____ In-State Preference Applied – NM Statute 13-1-21
____ Selection Memo and Committee Evaluation Documentation


____ Construction bid 
____Davis Bacon > $2K  

____Public Works > $60K

______  13. Board of Regents 
____ Approval (Unrestricted) > $250K
____ Notification to Board of Regents (Restricted) > $100K
______  14. Copy of Vendor’s Insurance Certificate

______  15. Packing Lists with any Damages / Discrepancies Noted
______  16. Receiving Reports

______  17.  Property Required to be Tagged  ____Yes  ____No
______  18. Invoice Log with Approved Invoices, Credits, 
  Documentation 
______  19. File Checklist

______  20. Purchase Order
____ Signed Contract
____  Terms and Conditions
______  21. Change Orders with Supporting Documentation

____ Price Justification Provided – NM Statute 13-1-140
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